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Requesting an item from 
Coleg Llandrillo Library
1. Check if the requested book is available for loan.  Only items with loan type “General” can be borrowed through LINC y Gogledd not for example “7 day”, “Overnight” or “Library Use Only” items. If the book is on loan it can still be requested but ask your reader if they are willing to wait.
2. The Coleg Llandrillo Cymru catalogue can be accessed via the Internet:

http://prism.talis.com/llandrillo-ac/
A link to this URL can be accessed through the LINC y Gogledd web page and the college’s web pages: 
http://www.llandrillo.ac.uk/student-information/student-life/libraries/
Items held by Coleg Llandrillo might be located across a number of locations/sites which include Rhos, Denbigh Community College, Rhyl Campus, Abergele Community College and the Elwy Centre. Coleg Meirion Dwyfor including Dolgellau, Pwllheli and Glynllifon. These locations will be listed in the search results.  
3. Wherever the requested item is located, all requests should go through Coleg Llandrillo Cymru Library, Rhos Site.

If the item is available email a request to 
lincrequest@gllm.ac.uk 
Email requests are preferred - however if for some reason you don’t receive a reply (within three working days) phone 01492 542342 and ask to speak to a member of the Inter-Library Loan team. 
4. Please note put “request from (name of requesting library)” in the subject of the email. 
5. If the book is out on loan and your reader is willing to wait, please let Coleg Llandrillo know that you wish to reserve the item.

Coleg Llandrillo Library staff will try to respond as soon as possible to let you know -

if the item is available and when it is likely to be despatched -

if the item is not available and why.
Coleg Llandrillo will aim to process the request as soon as possible and send it via the Talnet van.  It will be issued to the requesting organisation (i.e. Bangor University, Conwy Libraries, Coleg Menai etc). The normal loan period will be for 6 weeks (3 weeks at the branch + time to distribute/return it). The TalNet van calls at Coleg Llandrillo Cymru Library on Mondays and Thursdays. The Bangor University van calls at Llandrillo on Tuesdays.
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LINC external membership requirements for users of other libraries 

To become a member of Coleg Llandrillo Library users from other libraries need to: 
· Provide a LINC y Gogledd application form which has been signed/stamped by their own library. 
· Provide a passport sized photograph which will be used to create a Coleg Llandrillo Cymru library membership card. 
· The library membership card needs to be dated (with academic year) by library staff at the point of it being issued as this indicates its validity for the future.
· When imputing LINC external member details on TALIS you should add the library user as an “external borrower”.

· The words “LINC member” should be put in the notes field as well as the academic year they have joined the library. 
· At the point of enrolment LINC external members should be recommended to use the library in the evening/ on Saturdays/ in vacations (during quieter periods).

Conditions and entitlements:

· LINC external members of Coleg Llandrillo Library need to renew their library membership each academic year (not on a rolling year basis).This could be June if they use the library over the summer period when they can be issued with a card for the new forthcoming academic year 
· They will have to provide a signed/stamped application form for each new academic year to show that they are still in good standing with their “home” library 

This applies to all library sector users i.e. library users from public, college and university libraries.

· LINC external members to Coleg Llandrillo Library can borrow up to six books. 
· They are able to borrow general loans but not 7 day loans.

· LINC external members cannot borrow audio visual material i.e. videos, CDs, tapes. 
· If a book contains CD support material, they are able to borrow this with the book.
